
ID WBS Task Name Start Finish Milestone Predecessors
1 1 Project Management Fri 3/8/02 Fri 3/15/02 No
2 1.1 Project Kick-Off Fri 3/8/02 Fri 3/8/02 Yes

3 1.2 Determine task objectives, time frames, methodology and deliverables Mon 3/11/02 Fri 3/15/02 No 2

4 2 Analysis Fri 3/8/02 Fri 3/22/02 No
5 2.1 Determine possible candidates for individual team support Fri 3/8/02 Fri 3/22/02 No

6 2.2 Decide on teams to support in Phase II Mon 3/11/02 Wed 3/20/02 Yes

7 2.3 Discuss details of project with managers of team to be supported Mon 3/11/02 Wed 3/20/02 No

8 3 Project Plan Mon 3/11/02 Fri 5/17/02 No
9 3.1 Compare Project Management methodologies Mon 3/11/02 Fri 3/15/02 No

10 3.2 Complete Project Plan Mon 3/11/02 Mon 3/18/02 No

11 3.3 Create Phase II Timeline & Milestones Chart Fri 3/15/02 Fri 3/15/02 No

12 3.4 Submit plan for review Mon 3/11/02 Tue 3/19/02 No

13 3.5 Obtain acceptance Mon 3/11/02 Tue 3/19/02 Yes

14 3.6 Present to Managers Wed 3/20/02 Wed 3/20/02 Yes 13

15 3.7 Project Tracking Mon 3/11/02 Fri 5/17/02 No
16 3.7.1 Develop status reports Mon 3/11/02 Fri 5/17/02 No

17 3.7.2 Submit deliverable materials Mon 3/11/02 Fri 5/17/02 No

18 3.7.3 Client touchpoint meeting with Anne Mon 3/25/02 Mon 5/6/02 No
23 3.8 Update Project Plan Fri 3/15/02 Fri 5/17/02 No
34 4 Training Mon 3/18/02 Fri 5/10/02 No
35 4.1 Contact Covey to determine availablitity Mon 3/18/02 Fri 3/22/02 No

36 4.2 Secure training date Mon 3/18/02 Fri 3/22/02 No

37 4.3 Identify SFA U employees to attend Mon 3/18/02 Fri 3/29/02 No

38 4.4 Conduct Training Thu 4/4/02 Fri 4/5/02 No 37

39 4.5 Covey Training Complete Fri 5/10/02 Fri 5/10/02 Yes 38

40 5 Team Support Mon 3/11/02 Fri 5/17/02 No
41 5.1 Prepare for orientation Wed 3/20/02 Wed 3/27/02 No
42 5.1.1 Send out save the date email Thu 3/21/02 Thu 3/21/02 No

43 5.1.2 Send out intro to 1/2 orientation (agenda) Wed 3/27/02 Wed 3/27/02 No

44 5.1.3 Create Team Lead Binders Wed 3/20/02 Wed 3/27/02 No
45 5.1.3.1 4 phases Wed 3/20/02 Wed 3/27/02 No

46 5.1.3.2 Temaplates Wed 3/20/02 Wed 3/27/02 No

47 5.1.3.3 Background Information Wed 3/20/02 Wed 3/27/02 No

48 5.1.3.4 Tools Wed 3/20/02 Wed 3/27/02 No

49 5.2 Conduct 1/2 day orientation to Effective Teams Phase II Thu 3/28/02 Thu 3/28/02 Yes 41,115
50 5.2.1 Fill out meeting evaluation survey (to track team improvement) Thu 3/28/02 Thu 3/28/02 No
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51 5.2.2 Review Effective Teams Phase II vision, purpose Thu 3/28/02 Thu 3/28/02 No

52 5.2.3 Discuss 4 modules of Effective Teams Thu 3/28/02 Thu 3/28/02 No

53 5.2.4 Set expectations and agreements, roles Thu 3/28/02 Thu 3/28/02 No

54 5.2.5 Review team schedule and establish team goals Thu 3/28/02 Thu 3/28/02 No

55 5.2.6 Determine how team will measure performance Thu 3/28/02 Thu 3/28/02 No

56 5.3 Continued Phase I Meeting Skills Support Mon 3/11/02 Fri 5/17/02 No
57 5.3.1 Support pre-meeting activities Mon 3/11/02 Fri 5/17/02 No

58 5.3.2 Collect feedback Mon 3/11/02 Fri 5/17/02 No

59 5.3.3 Support post-meeting activities Mon 3/11/02 Fri 5/17/02 No

60 5.3.4 Coaching support Mon 3/11/02 Fri 5/17/02 No

61 5.4 Project Management Support Thu 3/21/02 Fri 5/10/02 No
62 5.4.1 Project Management Coaching Thu 3/21/02 Fri 5/10/02 No
63 5.4.1.1 Conduct "Visualize" Activities Thu 3/21/02 Fri 5/10/02 No
64 5.4.1.1.1 Determine Stakeholder Needs Thu 3/21/02 Fri 5/10/02 No

65 5.4.1.1.2 Develop "SMART" vision statement Thu 3/21/02 Fri 5/10/02 No

66 5.4.1.1.3 Vision map Thu 3/21/02 Fri 5/10/02 No

67 5.4.1.2 Conduct "Plan" Activities Thu 3/21/02 Fri 5/10/02 No
68 5.4.1.2.1 Prioritize perforance factors (scope, time, cost) Thu 3/21/02 Fri 5/10/02 No

69 5.4.1.2.2 Determine risks/ potential obstacles Thu 3/21/02 Fri 5/10/02 No

70 5.4.1.2.3 Identify Milestones Thu 3/21/02 Fri 5/10/02 No

71 5.4.1.2.4 Create Milestones and Timeline Chart Thu 3/21/02 Fri 5/10/02 No

72 5.4.1.2.5 Identify major and minor pieces & add tasks Thu 3/21/02 Fri 5/10/02 No

73 5.4.1.2.6 Create Workplan Thu 3/21/02 Fri 5/10/02 No

74 5.4.1.2.7 Clarify task dependencies Thu 3/21/02 Fri 5/10/02 No

75 5.4.1.2.8 Determine resourses and budget Thu 3/21/02 Fri 5/10/02 No

76 5.4.1.2.9 Determine roles and responsibilities Thu 3/21/02 Fri 5/10/02 No

77 5.4.1.3 Conduct "Implement" Activities Thu 3/21/02 Fri 5/10/02 No
78 5.4.1.3.1 Conduct meetings with teams Thu 3/21/02 Fri 5/10/02 No

79 5.4.1.3.2 Follow up with team members on assigned tasks Thu 3/21/02 Fri 5/10/02 No

80 5.4.1.3.3 Update team workplan Thu 3/21/02 Fri 5/10/02 No

81 5.4.1.4 Conduct "Close" Activities Thu 3/21/02 Fri 5/10/02 No
82 5.4.1.4.1 Conduct project evaluation Thu 3/21/02 Fri 5/10/02 No

83 5.4.1.4.2 Conduct problem analysis Thu 3/21/02 Fri 5/10/02 No

84 5.4.1.4.3 Determine project project priorities: time management Thu 3/21/02 Fri 5/10/02 No

85 5.5 Conduct 1/2 day key learnings / close out session Mon 5/13/02 Fri 5/17/02 Yes
86 5.5.1 Prepare materials Mon 5/13/02 Thu 5/16/02 No
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87 5.5.2 Conduct Session Fri 5/17/02 Fri 5/17/02 No 86
88 5.5.2.1 Review expectations, goals Fri 5/17/02 Fri 5/17/02 No

89 5.5.2.2 Brainstorm successes, challenges Fri 5/17/02 Fri 5/17/02 No

90 5.5.2.3 Discuss key learnings Fri 5/17/02 Fri 5/17/02 No

91 5.5.2.4 Determine next steps Fri 5/17/02 Fri 5/17/02 No

92 5.5.2.5 Discuss how to use the tools in the future Fri 5/17/02 Fri 5/17/02 No

93 5.5.2.6 Fill out meeting evaluation survey Fri 5/17/02 Fri 5/17/02 No

94 6 Action Plan Status Reporting Wed 4/3/02 Wed 5/1/02 No
95 6.1 Present Status Reporting to Managers- Anne Wed 4/3/02 Wed 4/3/02 No

96 6.2 Managers Submit 1st Status Reports Wed 5/1/02 Wed 5/1/02 Yes

97 7 Effective Team Phase II Materials & Templates Mon 3/18/02 Fri 3/29/02 No
98 7.1 Job Aid: Project Kickoff Checklist Mon 3/18/02 Fri 3/22/02 No

99 7.2 Template: Workplan Mon 3/18/02 Fri 3/22/02 No

100 7.3 Job Aid: Sample Workplan Mon 3/18/02 Fri 3/22/02 No

101 7.4 Template: Timeline & Milestone Chart Mon 3/18/02 Fri 3/22/02 No

102 7.5 Template: Sample Timeline & Milestone Mon 3/18/02 Fri 3/22/02 No

103 7.6 Template: Role Map Mon 3/18/02 Fri 3/22/02 No

104 7.7 Template: Stakeholder Analysis Mon 3/18/02 Fri 3/22/02 No

105 7.8 Template: Communication Plan Mon 3/18/02 Fri 3/22/02 No

106 7.9 Job Aid: Sample agenda- Vision Phase Mon 3/18/02 Fri 3/22/02 No

107 7.10 Job Aid: Sample agenda- Plan Phase Mon 3/18/02 Fri 3/22/02 No

108 7.11 Job Aid: Sample agenda- Implement Phase Mon 3/18/02 Fri 3/22/02 No

109 7.12 Job Aid: Sample agenda- Close Phase Mon 3/18/02 Fri 3/22/02 No

110 7.13 Template: Action Plan Status Report Mon 3/18/02 Fri 3/29/02 No

111 7.14 Template:  Anne's Dashboard Mon 3/18/02 Fri 3/29/02 No

112 7.15 Team Lead Survey Mon 3/18/02 Fri 3/22/02 No

113 8 SFA Organizational-wide support Mon 3/11/02 Tue 5/14/02 No
114 8.1 Develop communciation plan Mon 3/18/02 Fri 3/22/02 No

115 8.2 Create Project Management Posters Mon 3/11/02 Mon 3/18/02 No

116 8.3 SFA U All Hands Meeting Mon 4/15/02 Tue 4/16/02 No
117 8.3.1 Contact people to present at All Hands Meeting Mon 4/15/02 Mon 4/15/02 No

118 8.3.2 Create handout for All-hands meeting Mon 4/15/02 Mon 4/15/02 No

119 8.3.3 Distribute templates to SFA U Tue 4/16/02 Tue 4/16/02 No 118,117

120 8.3.4 Presentation at all hands meeting Tue 4/16/02 Tue 4/16/02 Yes 118,117

121 8.4 Conduct 1-on-1 meeting preparation as requested Mon 3/11/02 Fri 5/10/02 No

122 8.5 Conduct 1-on-1 project management coaching as requested Mon 3/11/02 Fri 5/10/02 No
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123 8.6 Send out Tip of the Week Tue 4/23/02 Tue 5/14/02 No
124 8.6.1 Send out Tip of the Week 1 Tue 4/23/02 Tue 4/23/02 No

125 8.6.2 Send out Tip of the Week 2 Tue 4/30/02 Tue 4/30/02 No 124

126 8.6.3 Send out Tip of the Week 3 Tue 5/7/02 Tue 5/7/02 No 125

127 8.6.4 Send out Tip of the Week 4 Tue 5/14/02 Tue 5/14/02 No 126

128 8.7 Check in with managers to discuss progress Mon 4/15/02 Fri 4/19/02 No

129 9 Project Summary Mon 5/13/02 Fri 5/17/02 No 61
130 9.1 Summarize lessons learned Mon 5/13/02 Fri 5/17/02 No

131 9.2 Calculate and analyze team surveys Mon 5/13/02 Fri 5/17/02 No

132 9.3 Determine Phase II next steps (TBD) Mon 5/13/02 Fri 5/17/02 No

133 9.4 Present findings to management team Mon 5/13/02 Fri 5/17/02 Yes
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